PROCUREMENT MANUAL

Updates to Policy and Procedures for County Procurement




Purpose of Presentation

Introduce new and revised County policies

" Introduce a draft “Procurement Manual” with new and revised
County policies

® Initiate a period of review for questions and feedback
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Outline

Collection of relevant County Policies

® Why policies need to be updated

® Overview of new Contracts policy

® Overview of new Procurement policy
% Introduction of Procurement Manual
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Why update policies?

Collection of relevant County Policies

« Policies are key to internal control
environment

* Making proposed changes improves
controls

« Address any gaps identified through
continual evaluation

 Major system and management changes
since last updates
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Contracts Policy

Overview of new policy

Purpose L e L

Establish a policy and procedure for creating,
evaluating, executing, monitoring, and retaining

Buncombe County, North Carolina

Contracts Policy
contracts
Contents
10 Policy Information 1
20  Introduction
.3 ] Purpose

Major Policy Topics 50 Pl

10 Confract Sig Authority
80 Contracts without a financial obligati
o0 Contract Control Process

« Contract signature authority P e
 Required contract elements
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Exhibit B: Contract Tracking Statuz Form
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Contracts Policy

Overview of new policy

Contract Signature Authority

« Contracts may only be signed by authorized
employees.

« Signature authority is derived solely from
the Board of County Commissioners

« County Manager may grant written or
electronic delegation for certain contracts
on case-by-case basis

 Delegated authority to sign contracts is
dependent on contract type and dollar
thresholds, as established in procurement

policy

Folicy#

Original

Contents
10 Policy Information

Buncombe County, North Carolina

Contracts Policy

20 Introduction
Purpose

;50 Fequired Contract Elements.

0 Contract Si Authority

80  Contracts without a financial obligati

o0 Contract Control Process

a.  Confract A

. Contract Creation

c.  Contract Routing, Approval, and Execution

.

d.  Monitoring and Compl
e Archival

f

" Amend

g.  Extensions and Renewals

100  Insurance coverage for contracts

110 Practice Points

Exhibit A: Contract Centrol Process.

Exhibit B: Contract Tracking Status Form

Exhibit C: Contract Insurance P! Guidance

Exhibit D: Example Insurance Te-;ms and Condition:
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Contracts Policy

Overview of new policy

Contract Control Process

. Who is responsible for seeing contracts through the . What steps must be followed for all County contracts
Process . How contracts should be created, stored, monitored,
. Who needs to be included for review and approval amended, extended, or renewed

Contract Initiation Need Identified Contract Authored Negotiations

. Departmental i - Legal / Risk Authorization /
Contract Review Review Pre-Audit Review Signature
. o Close Out /
Award Archival Monitoring Amendments Renewal

Buncombe
County Buncombe County, NC 7




Contracts Policy

Overview of new policy

Contract Lifecycle Management (CLM) Renewals | Requests
« New CLM software implementation E

underway
oi\“

« One system
 Electronic, auditable workflows for contract

COBBLESTONE -
software

CONTRACT
LIFECYCLE 53

Authoring
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Procurement Policy

Overview of new policy

Purpose

To be a guide to all Buncombe County o
Government employees responsible for obtaining
apparatus, supplies, materials, equipment and
services.

Buncombe County, North Carolina

Procurement Policy

Contents

Major Policy Topics b :
« Roles and responsibilities 5 P oo ;
* Standards of conduct Fea 3
- Guidance on Purchases by Type (e.g. Goods, 5 e iy :

Services, Construction, Technology) : Fomaini :
+  Processes for Bidding i :
«  Methods of Procurement (e.g. Requisitions, 0 o :

Purchase Orders, Procurement Cards, i i

Contracts) e g
« Delivery and Performance T e it et i

Exhibit C - Predominant Aspect Review 20
Exhibit D — Sole Source Justification Form 21

*  Minority, Women, and Small Business B i Cocor oy Chki =
Suppliers

1
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Procurement Policy

Overview of new policy

Existing Purchasing Policy Structure New Procurement Policy Structure

Thresholds Procedures Orders OndUCt
\ 4
e,
\ 4
. . Specifications .
\ 4

General

Guidelines

Minority
Business
Goals

Buncombe
w County Buncombe County, NC 10




Procurement Policy

Overview of new policy

Roles and Responsibilities

« Historically Buncombe Procurement has
been very decentralized

« Policy changes increase role of central
administration and monitoring, while
maintaining departmental flexibility

« All parties responsible for ethical conduct,
maintain good supplier relations, and
operating in the best interest of Buncombe
County

Wa: Procursment Falicy | wwwwwwww | Revisicn
Buncombe County, North Carolina
Procurement Policy
Contents
1.0 Policy Information 2
20 Policy Purpose 2
30 Roles & Responsibilits 2
a. Buncombe County Procurement Division 2
b, All County Departments 2
c. Standards of Conduct 2
4.0  Penalties for Non-Compl 3
30 Types of Purchase: 3
a.  Goods (Apparatus, su; pplies, ials, or equit ) 3
b, Services 3
c. Architects, engineers, surveyors, of construction zer at risk 4
d. Construction or repair. 4
e.  Information Technology 4
6.0  Bidding 3
a. Formal Bids 3
L 1 Bids 7
c.  Bid Specificat 7
d. Request for Proposals (RFF) g
€. Request for Qualifications (RFQ) H]
£  Exemptions H]
70 Procurement Meth 10
4. Requisiti 10
b. Purchase Orders. 11
c.  Procurement Cards 12
d. Contracts 12
80  Delivery and Performance 13
o0 Minority, Women, and Small Business Suppli 13
Exhibit A — Dollar Thresholds in North Carclina Public Contracting Statutes 15
Exhibit B - North Carolina General Statute 143-129 16
Exhibit C - Predominant Aspect Review 20
Exhibit D — Sole Source Justification Form 21
Exhibit E - Independent Contractor / Employee Checklist 23
1
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Procurement Policy

Overview of new policy

Guidance by Purchase Type

Goal is to establish policies and procedures that
clearly follow NC General Statute, follow best
practices, and achieve best outcomes for
County

NC General Statute Overview

Formal
Formal Sl lite

S iing .
& $90,000 Itojmel Method
. Bidding y
Informal S B Required
Bidding I

$30,000 R —
No No
Method Method

Cost of Contract (Bid Thresholds)

SO
Purchase Construction &  Mini-Brooks Act Everything Else*
Repair *Use of RFP
optional, but
Type Of contract not required

Buncombe
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Purchases of Goods, Supplies, Materials, and Equipment

Comparison of NC State Law vs. Buncombe County Procurement Policy

NC General Statute Buncombe Policy

Formal Authorization
Bidding
+

Formal
Bidding

County Manager

Bo_a_rd or Delegate
Notified
$90,000 $90,000
Informal Informal County Manager
Bidding Bidding or Delegate
$30,000 - $30,000 - County Manager
Bidding Not %5 000 Bidding Not or Delegate
Required ’ Required Authorized staff
$0 $0
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Construction or Repair

Comparison of NC State Law vs. Buncombe County Procurement Policy

NC General Statute

$500,000
Informal
Bidding
$30,000
Bidding Not
Required
$0

Buncombe Policy

Authorization

BoCC Only

$500,000

County Manager
or Delegate,
Informal BoCC Notified

$90,000 Bidding

County Manager
or Delegate

$30,000

- County Manager
Bidding Not or Delegate

$5,000 :
Requ'red Authorized staff

$0
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Architects, Engineers, Surveyors, Design & Build, or Construction Manager at Risk

Comparison of NC State Law vs. Buncombe County Procurement Policy

NC General Statute

Qualification
Based

Selection

(QBS)

Buncombe Policy

Authorization
BoCC Only
$90,000
BoCC
Qualification or Delegate
Based
$50,000 Selection

(QBS)

or Delegate

$0
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Services (Everything Else)

Comparison of NC State Law vs. Buncombe County Procurement Policy

=

Buncombe
County

NC General Statute

Bidding Not

Required

Buncombe Policy

RFP or Authorization
Justification

for no RFP

County Manager
Board or Delegate

Notified
$90,000

County Manager
or Delegate

Bidding Not
Required
$5,000

} Authorized Staff
$0
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Procurement Manual

A consolidated purchasing and procurement guide

« What is the Procurement Manual?

All procurement-related policies in a single document

« Consolidation makes it easier to train, access,
and utilize

 Policies included in this manual:

Procurement Policy
Contracts
Procurement Cards
Meals and Meetings
Gift Cards

Travel

Surplus Property

* |s adopted by the Board of Commissioners

Buncombe
County

BUNCOMBE

Procurement Manual

Version 1.0
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Next Steps

1 —Intreoduce Braft RProcurement-Manual

2. Solicit feedback on Procurement Manual

3. Incorporate input and make any needed updates
4. Formally adopt Procurement Manual policies

Contact us:
purchasing@buncombecounty.org
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